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OPM Training Center 

Web Based Course Offerings 

Contact the AASIS Help Desk at (501) 683-2255 for assistance logging on to Employee Self Service. 

Course Course Description 
Link to Online 

Course 
Registration 

Link to Online 
Certification 

Link to Support 
Materials 

Basic 
Navigation I 

AASIS Overview and Basic 
Navigation provides a foundation for 
further work in AASIS. Users will 
become familiar with the overall 
structure of work in AASIS. 

Click Here  Click Here  Click Here 

Basic 
Navigation II 

AASIS Overview and Basic 
Navigation II will assist users with 
advanced skills needed in order to 
increase their usage in AASIS. This 
second level course will expand your 
knowledge on system customization 
and advance reporting techniques. 

Click Here  Click Here  Click Here 

Accounts 
Receivable 
Invoice 
Processing Part 
1 

Accts Rec Invoice Processing Part 1 
course, shows you how to enter, 
edit, and display customer invoices, 
display customer accounts, and view 
related accounting documents. 

Click Here  Click Here  Click Here 

Accounts 
Receivable 
Invoice 
Processing Part 
2 

Accts Rec. Invoice Processing Part 2 
course shows you how to print 
customer invoices, display and clear 
customer account line items, reverse 
a posted document and create 
customer account statements. 

Click Here  Click Here  Click Here 

Accounts 
Receivable 
Invoice 
Processing Part 
3 

Acct Rec. Invoice Processing Part 3 
course, you will learn to park, 
change, post, and view customer 
credit memos. 

Click Here  Click Here  Click Here 

Accounts 
Receivable 
Invoice 
Reporting 

This course explains the selection 
and viewing of three AASIS 
Accounts Receivable reports: FBL5N 
- Customer Account Line Items; 
ZCEV – Customer Account 
Evaluation; and ZFIN - G/L Report 
with Customer Data. 

Click Here  Click Here  Click Here 

Create Purchase 
Order Simplified 

Create Purchase Order Simplified 
course describes how to use the 
simplified method to create a 
purchase order with or without a 
reference document. 

Click Here  Click Here  Click Here 

https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156096&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156098&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2523
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157401&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157402&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2524
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156346&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156350&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2529
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156347&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156351&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2529
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156348&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156352&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2529
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156349&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156353&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2529
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157029&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157034&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.5157
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Course Course Description 
Link to Online 

Course 
Registration 

Link to Online 
Certification 

Link to Support 
Materials 

Create Purchase 
Order Standard 

Create Purchase Order Standard 
course describes how to create 
standard purchase orders with or 
without reference to another 
purchasing document. 

Click Here  Click Here  Click Here 

Materials 
Management 
Outline 
Agreement 

Three types of agency-created 
outline agreements, change order 
text, display, various methods of 
output to vendor, approval and 
release using workflow, as well as 
identifying released purchase orders 
against outline agreements. 

Click Here  Click Here  Click Here 

Purchase Order 
Process 
Overview 

The Purchase Order Process 
Overview course describes the 
procurement process. 

Click Here  Click Here  Click Here 

Purchase 
Requisitions 

eLearning 

 
In this course, you will learn the 

critical procedures you need to follow 
when creating a purchase 

requisition. 
 

Click Here Attached to Course Click Here 

Purchase Order 
Reconciliation 
and Reporting 

Purchase Order Reconciliation and 
Reporting course describes how to 
run and interpret procurement 
reports. 

Click Here  Click Here  Click Here 

Purchase Order 
Revise and 
Customize 

Purchase Order Revise and 
Customize course describes making 
changes to purchase orders, 
inserting standard text and 
attachments, explaining output 
methods, and completing the 
approval process with and without 
workflow. 

Click Here  Click Here  Click Here 

Time Approval 
Time Approval explains the basic 
processes for time approval. 

Click Here  Click Here  Click Here 

Time Approval 
Reports 

Time Approval Reports explains the 
basic reports that are available for 
use with time approval processes. 

Click Here  Click Here  Click Here 

Time Recording 
Advanced 

Time Recording Advanced explains 
the processes for more advanced 
time entry 

Click Here  Click Here  Click Here 

https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157026&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157031&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.5157
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156780&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156781&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.7510
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157025&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157030&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.5157
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22161870&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2828
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157028&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157033&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.5157
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157027&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157032&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2828
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156428&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156433&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2543
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156429&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156432&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2543
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156424&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156430&CORE=trainingtype.htm
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2543
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Time Recording 
Basics 

The Time Recording Basics course 
defines terms and concepts and 
explains the basic processes for time 
entry. 

Click Here  Click Here   

Time Recording 
Reports 

Time Recording Reports explains the 
basic reports that are available for 
use with time recording processes. 

Click Here  Click Here   

  

https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22155878&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156423&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156427&CORE=trainingtype.htm
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMxMDQwJnY9Ny4wMjE1Jmk9MQ==)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156431&CORE=trainingtype.htm

